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Summary of Changes to FY 07-08 IT Budget Process 
 
1. A 2nd Tab has been added to the IT-0 for departments 

to report all IT-10s approved by the CIO for which 
funds are in the Existing Operating Budget, itemizing 
planned costs by fiscal year from the current FY 
through the final year of planned funding. 

 
2. A box has been added to the IT-10 form for recording 

the impact to the department/agency if the IT Request 
is not funded. 

 
3.  A box has been added to the IT-10 to affirm that the 

department’s/agency’s budget office has reviewed 
expenditure/funding for the request. 

 
4. A box has been added to the IT-10 to affirm that the 

department’s/agency’s undersecretary approves the 
request. 

 
5. The funding by Means-of-Finance (mof) has been 

added to the cost summary section of the IT-10 Cost 
worksheet. 

 
6. Preparers are reminded to complete the tangible and 

intangible benefits sections of the IT-10B form (Tabs 3 
and 4). These are a factor during the budget review 
cycle.  

 
7. The IT-10A and IT-10B are not required for non-

project related equipment acquisitions. 
 
8. Column headings on the IT-0, IT-10 and IT-10B have 

been revised to reflect the FY 07-08 budget cycle. 
 
9. OIT is requesting that IT Budget Request forms be 

submitted to OIT at itbudget@la.gov by October 20, 
2006. 

 
10. FYI – OIT is in the process of developing a 

Workflow Process to replace the IT-10 forms packet.  
Until the new Workflow process is in place agencies 
should continue using the IT-10 and associated forms. 

 

INFORMATION TECHNOLOGY BUDGET INSTRUCTIONS 
 

IT-  INFORMATION TECHNOLOGY TITLE SHEET 
 
 
Act 772 of the 2001 Legislative session states that the Office of Information Technology (OIT) is 
responsible for: 
 

 “reviewing, coordinating, and standardizing information technology strategic business 
technology planning, information technology procurement, information technology 
budgeting (both executive and capital outlay) and information technology personnel and 
training.” —R.S. 39:15.3 

 
To fulfill this legislative obligation, OIT requires that 
each department review its IT plans, proposals, and 
anticipated acquisitions for FY 2007-2008 from a 
strategic, financial, and management perspective and 
then prepare and submit the IT forms according to the 
instructions within this section as part of the budget 
process.   
 
OIT will then conduct a technical review of each 
department’s IT budget package with regard to the 
following technical, cost, and risk assessment criteria: 
 

Technical:  OIT will assess:  1) whether the technical 
approach is an appropriate solution for the problem at hand 
(is it a good match), 2) the degree to which the proposed 
project/initiative fits into the overall IT direction of the state 
and the department and if it conforms to OIT standards, 3) 
whether there are issues regarding how the solution will 
interface and/or interact with other systems and 
environments, and 4) if maintenance and systems support 
have been adequately addressed. 
 
Risk: OIT will assess the project/initiative risks and/or 
assurances to determine whether:  1) the project schedule can 
be met; 2) whether the proposed technology can be 
successfully deployed as planned; 3) if major costs have been 
adequately identified; 4) whether the project scope can be 
properly managed; and 5) the level of complexity with regard 
to the organizational impact of the proposed system. 

 
Cost: OIT will assess: 1) whether the cost estimates are 
reasonable and are sufficiently detailed, explained, and 
justified; 2) whether estimates of costs and benefit are 
reasonable. 
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Upon completion of the review process OIT will make specific budget recommendations to the 
Office of Planning and Budget regarding proposed IT initiatives and projects.  Additionally, OIT 
will compile a summary of the state’s IT budget requests for distribution to appropriate executive 
and legislative personnel.   
 
Because there is limited time during the budget processing cycle to interact with submitters to clarify 
or expand on issues, the submitting entity should carefully review each request for clarity and 
completeness. 
 
All required IT forms are to be submitted electronically in Word and Excel formats to the 
Office of Information Technology by October 20, 2006 at itbudget@la.gov and a hardcopy 
submitted in the agency budget request to the Office of Planning and Budget with the budget 
package.   
 
 
IT-0 (TAB-1): DEPARTMENT COST SUMMARY 
 
This form aggregates pertinent information relating to Information Technology costs and requests to 
the department level.   This form is designed to provide a review of Information Technology funding 
and expenditures for the Prior Fiscal Year, the Existing Operating Budget, the Total Request for the 
coming fiscal year.    
 
Input the department title and update the fiscal year per column, in each column heading. 

 
Column: Prior Year Actual 
 
 In this column input the amount actually expended on Information Technology for the 

previous fiscal year. 
 
Column: Existing Operating Budget 
 
 List the total amount budgeted based upon the Appropriation Act plus all BA-7s 

approved per the date referenced in the “PREPARATION OF FISCAL YEAR 2007-
2008 BUDGET DOCUMENTS” memorandum from Ray Stockstill. 
 

Column: Total Request 
 

This column is the Total Request for Information Technology for the next fiscal year.   
 

Note:  Information presented on the IT-0 represents the department's total Information Technology 
request and will be used in calculating the total STATE IT Cost.  There should be only one IT-0 
form per department.   
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IT-0 ( TAB-2): FUNDING PLAN for APPROVED IT-10s 
 
This is a department report of the funding plan for IT-10s that have previously been approved by the 
CIO for which funds are in the Existing Operating Budget, itemizing planned costs by fiscal year 
from the current FY through the final year of planned funding.   
 
Input the department title. 

 
Columns: IT-10 No. and Project/Initiative Title 
 
 Enter the IT-10 No. and the Project/Initiative Title for all IT-10s that have been 

previously approved by the CIO for which funds are in the Existing Operating Budget.  
 
Column: Current FY 06-07 
 
 Enter the amount funded in the Existing Operating Budget for each approved IT-10. 
 
Columns: FY 07-08 through FY 10-11 
 
 Enter the amount of planned funding for each approved IT-10 for FY’s 07-08 through 

FY 10-11. 
 

Column: Total  
 

This column is a computed total for FY 06-07 through FY 10-11.   
 

Note:  There should be only one IT-0 (Tab-2) form per department.   
  
IT-10 INFORMATION TECHNOLOGY PROJECT/INITIATIVE REQUEST 
 
Departments/agencies must submit an IT-10 and a corresponding Office of Planning and Budget 
CB8/NE form as a justification for each budget request containing a proposed Information 
Technology (IT) project and/or initiative exceeding $100,000 in total cost through FY 10-11. 
 
The IT-10 is intended to summarize all of  the costs associated with a specific project or initiative.  
For example, a Storage Area Network (SAN) implementation effort that will exceed $100,000 in 
total cost would require that the department prepare one IT Request (IT-10) form describing the 
overall project and include the detail cost for professional services, equipment, software, personal 
services, etc. that may span several contracts or POs.   
 
The following criteria are to be used to determine whether an IT-10, and the accompanying IT-10A 
and IT-10B are required.   
 

1.  An IT Request form (Form IT-10) must be submitted for any IT project/initiative that 
is > $100,000 in value through FY 10-11.  An IT project/initiative is defined as an 
organized set of IT related tasks or activities with a definite beginning and end that 



IT Budget Forms – FY ’07-08 4 9/20/2006 
 

could require multiple procurements1.  To determine if a project/initiative meets the 
$100,000 threshold criteria, the total cost of the proposed project/initiative should be 
considered and not the cost of individual components or acquisitions.    

 
2.  An IT Request (Form IT-10) must be submitted for any IT project/initiative that is 

not consistent with published OIT standards, even if it falls below the $100,000 
threshold.  However, an IT-10 is not required for IT hardware and software 
maintenance renewal contracts.   

 
3. An electronic copy of the corresponding CB8/NE Budget Package form as required 

by the Office of Planning and Budget should be attached to each IT-10 (except for 
Higher Ed Institutions). 

 
4. In addition to the IT Request (IT-10) and the accompanying CB8/NE forms, an IT 

Project Description (IT-10A) and an Estimate of Benefits and Costs (IT-10B) must 
also be submitted for any IT project/initiative that is > $500,000 in value with the 
exception of the following:  equipment acquisitions that are not project related, 
desktop software,  and operating system software.  However, the IT-10 is required 
even if the IT-10A or 10B are excluded.  

 
5. All PC and workstation replacements, including laptops, should be combined into a 

single IT-10 form for the entire department using standard rates established by OIT.  
The standard rates will be distributed to departments via the Technical Advisory 
Group mail list.  The life cycle for PC replacement should be at least 5 years.  The 
current age of the PCs being replaced should be provided. 

 
6. All standalone and network printer replacements should be combined into a single IT-

10 form for the entire department using standard rates established by OIT.  The 
standard rates will be distributed to departments via the Technical Advisory Group 
mail list.   

 
7. Once an IT Request (IT-10) has received approval from OIT (has been assigned a 

CIO Approval#) a subsequent IT-10 form will not have to be resubmitted for specific 
acquisitions that were included in the approved IT Request unless the  project 
information materially changes (i.e., change in technical approach or scope, increase 
in total costs by 15% or more).    However, if the funds are not used in the FY it was 
approved, then it must be re-submitted. 

 
8. It should be noted that OIT approval does not obligate nor imply availability of 

funding.  Agencies are required to comply with all procurement statutes, rules and 
policies.  Justification for non-competitive procurements requiring OIT approval 
should be submitted under separate cover. 

 

                                                 
1 Examples of IT project/initiatives are: system development project, software acquisition and installation, hardware 
acquisition and installation, operating and/or host services contract, consulting services contract, enhancements and 
upgrades to existing systems, telecommunications services, IT training. 
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Examples of Projects and/or Initiatives that require an IT-10 are: 
 

• New systems development projects/initiatives 
 

• Major upgrade or enhancement to an existing system 
 

• Acquisition of  hardware, software, networking, or IT services 
 

• Items that may be procured off state contract 
 

• Initiatives that don’t comply with established OIT standards 
 

Example of IT expenses that do not require an IT-10 are: 
 
• Continuation of an existing contract, multi-year lease, lease purchase, or finance agreement 

for equipment that has been approved by OIT through an IT Request   
 

• Hardware and software maintenance renewal contracts – Object Code 2820 Maintenance of 
Data Processing Equipment and Object Code 2825 Maintenance of Data Processing 
Equipment – Software 

 
• Acquisitions that were included in a previously approved IT Request (has been assigned a 

CIO Approval #) unless the project/initiative materially changes (i.e., change in technical 
approach or scope, increase in total costs by 15% or more).   

 
The following forms and documents used in support of these instructions are available on the OIT 
web site at http://www.la.gov/oit.  Budget preparers are cautioned to be sure to submit the latest 
version of the IT forms contained on the OIT web site.  Most of the forms have undergone minor 
revisions (primarily to areas used by the OIT staff) and does not place a burden on the agencies.   
 

• IT-0 --  IT Department Cost Summary/Funding Plan for Approved IT-10s 
• IT-10 --   IT Request (Excel) 
• IT-10A  --   IT Project Definition (Word) 
• IT-10B   --  Estimate of Costs and Benefits (Excel) 
• CB-8/NE -- Office of Planning and Budget Standard Forms (Excel) 

 
 


